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Module 4: 

Launching My Career Plan 
 

CAREER PLAN 
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$ $ $

NETWORKING
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MARKETING
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LIFE
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INTERESTS
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(GUIDING PRINCIPLES)
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During your job search you will be going out to employers and selling a product, YOU.   To do this 
successfully you must develop a plan.  Developing a Career Plan may help you understand how your 
successful job search and starting up a successful new business are related.   

When a new business is started the owner develops a plan.  She/He decides on a vision and goals, 
looks at the product closely, evaluating strong and weak points, researches the market, assesses 
finances and develops a marketing plan.  Finally, the owner goes into business, actually selling the 
product through the written and verbal advertising.  These components make a successful business.  
They also make a successful job search! 

In the Career Plan model we will complete all the steps necessary to guide you to the job that is right for 
you.  You may also gain insights that allow you to keep your life in balance. 

Vision – The Career Plan. How you see your complete life – what you want for yourself. 

Mission – How you want to live your life, your goals and how you will reach them. 

Values – The guiding principles of your life. 

Interest – What you enjoy doing, at work and at home. 

Skills – Abilities that enable you to accomplish a task. 

Life Preferences – Choices we would make, given the opportunity. 

Marketing Plan – Specific goals you want to accomplish and the steps you need to take to attain 
these goals. 

Public Relations (PR) Pieces – The written and verbal communication pieces you use to advertise 
yourself. 

Networking – Informal and formal links between yourself and successful employment, as well as the 
research necessary to develop some of the links.   

$ $ $ – Balancing the finances in your life and looking at ways to ensure you can support your vision. 

Each module will help you develop a piece of a winning job search.  As you progress in your 
job search you may want to attend other modules to develop all parts of your plan, working 
towards obtaining the position that supports your vision and goals. 
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Module 4: 

Financial Management 
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Agenda 
 
 
 

• Introduction   

• Ex:  Financial Issues for Navy Personnel  

• Managing Your Finances  

• How to Read an LES 

• Savings and Investments 

• Credit Information  

• Summary  

• Evaluation 

 

Objectives 
 
 
 

 At the end of this module, you’ll be able to: 

• Identify areas which will enable you to manage your finances. 

• List components of financial management. 
• Develop a basic budget worksheet. 
• Complete a financial planning worksheet. 
• Order a credit report. 
• Interpret Leave and Earnings Statement (LES). 
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Career Plan 
 
 

MISSION

VISION
$ $ $

NETWORKING

PR PIECES

MARKETING
PLAN

LIFE
PREFERENCES

SKILLS

INTERESTS

VALUES
(GUIDING PRINCIPLES)

 
 
 
 
 
All successful businesses have a financial plan.  Not all start with a lot of money, but all create a budget 
to utilize the money they have wisely.  In this module you will look at various aspects of your financial 
well-being and the cost of being part of the working world.  This will help you give your Career Plan a 
sound financial base. 



Module 4 

Spouse Career/Life Course Participant Guide  
 

47 

Budgeting 
 
 

 

        

Solution
for Debt

(+)

(–)

 
  



Module 4 

Spouse Career/Life Course Participant Guide  48 

Debt-to-Income Ratio 
 
 
 

 

Total Indebtedness/Net Income 
 

(Do not include mortgage) 
 
 
 

        %   —  Use caution 
 
 

%   —  Fully extended 
 

 
%   —  Overextended 
 

 
%   —  Seek help immediately 
 

 
 
 



Module 4 

Spouse Career/Life Course Participant Guide  49 

Approaches for Decreasing Expenses 
 
 
 
Ø ________________ shop. 

 
 
 
 

Ø Only buy ________________. 
 
 
 
 

Ø ________________  ________________ as much as you can on credit card balances. 
 
 
 
 

Ø Lower your ________________ bill. 
 
 
 
 

Ø Lower your ________________ bill. 
 
 
 
 

Ø ________________ your mortgage. 
 
 
 
 

Ø Be ________________. 
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FINANCIAL PLANNING 
WORKSHEET 

 

NAME   

AGE   

PAYGRADE   

YEARS IN SERVICE   

TRANSFER DATE   

SPOUSE'S NAME   

SPOUSE'S AGE   
SPOUSE'S PLACE OF EMPLOYMENT   

NUMBER OF CHILDREN   

COMMAND ADDRESS   

HOME ADDRESS   

WORK TELEPHONE   

HOME TELEPHONE   

REFERRED BY   

   

STATEMENT OF NET WORTH   

ASSETS  LIABILITIES 

CASH (On Hand)  $                                                                    -    Loans Payable  $                                             -    

Checking acct  $                                                                    -    Credit Cards  $                                             -    

Savings Acct.  $                                                                    -    Personal Loans  $                                             -    

Certificates of Deposit  $                                                                    -    Auto Loans  $                                             -    

Cash value of life insurance  $                                                                    -    Others (Friends, Relatives)  $                                             -    

U.S. Bonds  $                                                                    -      

Mutual Funds  $                                                                    -      

Stocks  $                                                                    -      

Bonds  $                                                                    -      

Other (IRA)  $                                                                    -      

Real Estate (Market Value)  Mortgages (Balances Due)  

Home  $                                                                    -    Home  $                                             -    

Rental  $                                                                    -    Rental Property  $                                             -    

Other (Vacation)  $                                                                    -    Other (Vacation)  $                                             -    

Personal Property  $                                                                    -      $                                             -    

Automobiles  $                                                                    -      $                                             -    

Furniture  $                                                                    -      $                                             -    

Jewelry  $                                                                    -      $                                             -    

0THER  $                                                                    -      $                                             -    

TOTAL ASSETS   $                                              -    TOTAL LIABILITIES  $                            -    

   

   

NET WORTH   $                                                             -     
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MONTHLY INCOME 
ENTITLEMENTS ACTUAL  PROJECTED  REMARKS 
 Base Pay  $                      -      $                   -       
 Basic Allowance for Quarters (BAQ)  $                      -      $                   -      
 Variable Housing Allowance (VHA)  $                      -      $                   -      
 Basic Allowance for Subsistence (BAS)  $                      -      $                   -      
 Family Separation Allowance (FSA)  $                      -      $                   -      
 Flight Pay/Diving Pay  $                      -      $                   -      
 Submarine Pay      
 Other Hazardous Duty Pay  $                      -      $                   -      
 Sea Pay  $                      -      $                   -      
 Hostile Fire Pay  $                      -      $                   -      
 Other  $                      -      $                   -      
TOTAL ENTITLEMENTS   $                      -      $                   -      
 Taxable pay (          )  $                      -      $                   -      
 Gross Pay (A)  $                      -      $                   -      
DEDUCTIONS:       
"D" ALLOTMENT  $                      -      $                   -       
"D" ALLOTMENT  $                      -      $                   -       
"S" ALLOTMENT  $                      -      $                   -      
"S" ALLOTMENT  $                      -      $                   -       
"OTHER" ALLOTMENT  $                      -      $                   -       
"OTHER" ALLOTMENT  $                      -      $                   -       
Serviceman's Group Life Insurance (SGLI)  $                      -      $                   -       
Federal Income Tax (FITW) (M/S _____)  $                      -      $                   -       
Social Security (FICA)  $                      -      $                   -       
State Income Tax  $                      -      $                   -      
Navy Home Assessment  $                      -      $                   -      
Tri-Care Dental  $                      -      $                   -      
Advance Pay  $                      -      $                   -      
Overpayments  $                      -      $                   -       
TOTAL DEDUCTIONS (B)  $                      -      $                   -      
CALCULATE NET INCOME      
 Servicemember's Take Home Pay (A-B)  $                      -      $                   -      
 Servicemember's Other Earnings  $                      -        
 Spouse's Earnings (less taxes)  $                      -      $                   -      
"D" ALLOTMENT  $                      -      $                   -      
"D" ALLOTMENT  $                      -      $                   -      
"S" ALLOTMENT  $                      -      $                   -      
"S" ALLOTMENT  $                      -      $                   -      
"OTHER" ALLOTMENT  $                      -      $                   -      
"OTHER" ALLOTMENT  $                      -      $                   -      
    Serviceman's Group Life Insurance (SGLI)  $                      -      $                   -      
    Tri Care Dental  $                      -      $                   -      
Advance Pay  $                      -      $                   -      
Overpayments  $                      -        
Savings/Investment Income  $                      -        
Child Support/Alimony  $                      -        
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TOTAL NET MONTHLY INCOME  $                      -      $                   -      
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MONTHLY LIVING EXPENSES 
 Note: Actual Figures will be carried forward to spending plan  
             LIVING EXPENSES ACTUAL  PROJECTED   REMARKS                    
SAVINGS Emergency      

 Reserve Fund      

 "Goal Getter"      

 Investments      

HOUSING Rent/Mortgage Payment      

 Taxes      

 Other      

FOOD Groceries      

 Lunches      

 Other      

UTILITIES Electricity      

 Gas/Oil      

 Water/Sewage      

 Garbage Removal      

 Telephone      

TRANSPORTATION Gas/Oil      

 Bus      

 Car Pool      

 Repairs      

 Other      

CLOTHES Laundry/Dry Cleaning      

 Clothing      

 Other      

INSURANCE Auto      

 Life      

 Health      

 Other      

HEALTH Prescription Drugs      

 Doctor & Hospital Visits      

 Dentist       

EDUCATION Tuition      

 Books      

 Fees      

 Other      

CONTRIBUTIONS Club Dues      

 Church      

 Charity      

 Other      

SUBSCRIPTIONS Newspaper      

 Magazines      

 Books      

 Records      

 Cable TV      

 Pest Control      

 Other      

PERSONAL  Beauty Shop      

 Barber Shop      

 Cigarettes      

 Soda      

 Liquor/Beer      

 Other      

ENTERTAINMENT Dinner      

 Movies      

 Hobbies      

 Sports      

 Other      

DEPENDENT CARE Child Care      

 Child Support      

 Alimony      

 Allowances      

MISCELLANEOUS Repairs      

 Other      

 Other      

TOTAL MONTHLY LIVING EXPENSES      
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INDEBTEDNESS
CREDITOR ADDRESS/PHONE PURPOSE MO. PYMT BALANCE PROJ.PMT REMARKS

1 . -$                 -$                 -$                   

2 . -$                 -$                 -$                   

3 . -$                 -$                 -$                   

4 -$                 -$                 -$                   

5 -$                 -$                 -$                   

6 -$                 -$                 -$                   

7 -$                 -$                 -$                   

8 -$                 -$                 -$                   

9 -$                 -$                 -$                   

10 -$                 -$                 -$                   

11 -$                 -$                 -$                   

12 -$                 -$                 -$                   

13

14

15 -$                 -$                 -$                   

TOTALS -$                 -$                 -$                   

ACTUAL PROJECTED

NET INCOME -$                    -$                  Note: Projected figures will be 
 LIVING EXPENSES -$                    -$                  carried forward to spending 

plan.AMOUNT LEFT TO PAY DEBTS -$                    -$                  

 DEBTS -$                    -$                  

SURPLUS OR DEFICIT -$                    -$                  

DEBT TO INCOME RATIO #DIV/0! #DIV/0!

                             PROPOSED OPTIONS
Decrease Living Expenses Increase Income Decrease Indebtedness
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                                            SPENDING PLAN
MONTH

NET MO. INCOME -$ -$ -$ -$

NET BY PAYDAY 1ST -$ 15TH -$ 1ST -$ 15TH -$ 1ST -$ 15TH -$

A P A P A P A P A P A P
SAVINGS 0

HOUSING 0

FOOD 0

UTILITIES 0

CLOTHES 0

INSURANCE 0

HEALTH 0

EDUCATION 0

CONTRIBUTIONS 0

SUBSCRIPTIONS 0

PERSONAL 0

ENTERTAINMENT 0

DEPENDENT CARE 0

MISCELLANEOUS 0

CREDITORS:

. -$

. -$

. -$

0 -$

0 -$

0 -$

0 -$

0 -$

0 -$

0 -$

0 -$

0 -$

0 -$

0 -$

0 -$

TOTALS: 0 -$ -$ -$ -$ -$ -$ -$ -$ -$ -$ -$ -$  
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Can You Afford to Go to Work? 
 
 
List the cost of the following: 
   by month: 

Clothing   ___________ (buy, maintain) 

Transportation  ___________ (vehicle wear and tear) 

Gas, insurance, repair  ___________  

Lunches  ___________ (you and family) 

Tired Spouse  ___________ (parking, food, pickup) 

Child care  ___________ 

Tax bracket  ___________ ($ break with increase) 

??   ___________ (imponderables) 

 Total Cost   ___________ (monthly expenses) 

 

 

Total Income   ___________ 

Subtract Total Cost   ___________  

The Difference is what you make ___________
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Saving Factors to Consider 
 
 
 

1.  
 
 
 
 
 
 
 
 
 
 
 

2.  
 
 
 
 
 
 
 
 
 
 
 

3.  
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Types of Investments 
 
 

Investment Characteristics 

 

Individual Retirement Arrangement (IRA) - 
deposit 10% of earning within a year 

 

 

 

 

 

Stocks (e.g., U.S., foreign, small/large 
companies) 

 

 

 

 

 

 

Bonds (e.g., corporate, municipal) 

 

 

 

 

 

 

Mutual Funds (e.g., technical, international, 
environmental) 

 

 

 

 

 

 

Hard Assets (e.g., gold, real estate, antiques) 
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Credit Information 

 

How credit histories are established. 

 

• Properly maintain checking and savings ________________. 

  

• Pay bills on ________________. 

  

• Share (savings) secured ________________. 

  

• ________________ loan. 

  

• Local retailer or gas ________________. 

  

• Major retail ________________ account. 

  

• Major ________________ card. 
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Credit Bureaus Information 
 
 

EQUIFAX 800-685-1111 
 P.O. Box 105873 
 Atlanta, GA  30348 

 Include: Name, address, former address within 2 years, 
 SS#, DOB, copy of driver’s license to verify current 
 address. 

 website: www.equifax.com/consumer/consumer.html 

 

EXPERIAN (FORMERLY TRW) 800-682-7654 or 888-397-3742 

 Enter information they ask and the report will be  received within 
8 to 10 days. 

 website: www.experian.com 

 
TRANS UNION 800-916-8800 or 800-682-7654  

 P.O. Box 390 
 Springfield, PA  19064-0390 

 Include: Name, address, former address within 2 years,  SS#, 
DOB, employer, phone #, sign request, payment of  $8.00. 

 website: www.tuc.com 
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Determining Need for Borrowing 
 

 

Ask yourself a series of questions: 

  

• Do I really need to borrow money (calculate your debt to income ratio)? 

  

• How much do I need to borrow? 

  

• How long will it take me to repay it? 

  

• What is the interest rate? 

  

• Am I creditworthy? 

  

• Have I received all information (finance charge, APR, total payments) before I sign the 
contract? 

  

  

Income

 

E 
x 
p 
e 
n 
s 
e 
s 
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Credit Cards 
  

To find the best deal, compare: 

• ________________ fee. 
 
 

• ________________ rate. 
 
 

• ________________ period. 
 
 

• ________________ for cash advance. 
 
 

• Fees. 
 

  
Warning signs that you’re using too much credit: 

• Not paying off ________________  ________________ each month. 
 
 

• Making only ________________  payments. 
 
 

• ________________  behind on payments. 
 
 

• Owing over ________________ net income per month to creditors. 
 
 

• Using ________________ to pay credit. 
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Ideal Breakdown for Net Income 
 
 
 

 
 
 

        %   —  Family/Personal Expenses 
 
 
 

%   —  Indebtedness 
 
 

 
%   —  Savings 
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Course Date ____________________    Instructor(s)________________________________ 

We want to provide you with the best possible training.  Your reactions to this module will help us improve 
the training.  Please circle one of the following five choices for each question: 
 

SA (Strongly Agree);  A (Agree);  N (Neutral/Unsure);  D (Disagree);  or  SD (Strongly Disagree). 
 

Meeting Course Objectives: 

1. Identify areas which will enable you to manage your finances. SA      A      N      D     SD 

2. List components of financial management. SA      A      N      D     SD 
 

Contents: 

3. The amount of information covered was appropriate 
for the length of this module. SA      A      N      D     SD 

 If you answered N, D or SD, was the amount of information covered: 

 Too much?______       Too little?______ 

4. The learning materials were clear and well organized. SA      A      N      D     SD 

5. The examples used were appropriate for my  
situation. SA      A      N      D     SD 

 

Instructor(s): 

6. The instructor(s) presented information clearly 
and understandably. SA      A      N      D     SD 

7. The instructor(s) was/were available and responded 
to my questions and concerns. SA      A      N      D     SD 

 

Course Administration: 

8. The length of the module was appropriate. SA      A      N      D     SD 

  If you answered N, D or SD, was the module: 

 Too long?______       Too short?______ 

9. The classroom was comfortable. SA      A      N      D     SD 

10. Breaks were adequate and well spaced. SA      A      N      D     SD 
 

Overall: 

11. There was a good balance between  
exercises and lecture. SA      A      N      D     SD 

12. I feel that I understand the ideas underlying   
the content we covered.  SA      A      N      D     SD 

13. How did you hear about this course? 

 

Comments?  (Use back if necessary) 
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